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Executive Summary 

This report delineates the guidelines and the suggested material for the capacity building 
activities that will take place within the WP2 of the FUTURAL project. It firstly introduces 
the concept of Capacity Building (CB) and its evolving definition until the term Capacity 
Development is defined. In the same Introduction section, an overview of CB applications 
in rural development is reported, as well as some of the main EU initiatives regarding CB 
on digital competences in rural areas. Subsequently, the report enters in its core and 
describes how CB activities are interpreted within the FUTURAL project, by reporting the 
methodology which inspired the CB process design as well as the learning cycle 
describing the programme structure. The central section of the deliverable specifically 
reports the components of the CB programme, namely the target groups and the roles 
within the learning program. In the same section, the learning objectives and the expected 
learning outcomes are reported. To conclude, the training program’s items are introduced 
as well as a general timeline for the entire CB programme. The Appendix A contains the 
actual Capacity Building Workshops and Activities Handbook, endowed with guidance 
sheets and some suggested tools and material to be used during the CB activities (in 
Appendix B). Additional resources will be added in the deliverables that will follow within 
the Task 2.3.  
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1. Introduction  

1.1 Purpose of the document  

This document represents the first deliverable associated with Task 2.3, regarding the 
development of the guidelines and material needed for the capacity building activities that will 
take place in the FUTURAL project. The aim of this document is to make available a complete set 
of definitions, indications, tools and resources to organise and implement a capacity building 
program. Thus, firstly the report introduces the general concept of Capacity Building (CB) and its 
application in FUTURAL context, specifically within Multi-Actor Pilots (MAPs). In doing so, the 
report details the CB process, by outlining how the development of capacities will occur aligned 
with the co-creation activities and according to a tailored structured process – i.e. a learning cycle. 
The core of the deliverable reports the components of the CB program, whose aim is to show the 
CB’s objectives and how the CB activities are designed and  delivered. After that, the actual 
training program is presented and the related guidance sheets, tools and material are included in 
an Handbook reported in the Appendixes A and B. 
 

1.2 Capacity building and/or development: definitions and evolution(s) of 

the concept(s) 

1.2.1 An evolving concept 

Capacity Building is a well-known and widely-used term to indicate a structured initiative designed 
to enhance the knowledge, skills, abilities, and resources of a given group of individuals, 
organisations, or communities. This process of construction of capacities aims to effectively 
address challenges, achieve objectives, and adapt to changing circumstances within a specific 
context. As summarised in the brief document from the research service of the European 
Parliament (European Parliament - Research Service, 2017), the concept emerged in 1970 in the 
US and since then it has been mostly applied as a main policy in developing countries contexts. 
Its definition as well as its actual meaning has evolved significantly over the years, to review and 
improve the initial settings which emphasised the limits of a donor-centric model of delivering 
technical cooperation, leading to rigid approaches based on predefined outputs and a lack of local 
ownership and commitment. Since mid-1990s, capacity building became a major policy tool for 
all the main agencies active in the development arena; then, in 1996 the report from OECD - 
Shaping the 21st Century: The Contribution of Development Co-operation (OECD, 1996) “marked 
a defining moment with its new development paradigm based on local ownership and partnership 
between donors and recipients.” (ibidem). The general call for a shift from a delivery to a 
partnership model leaded to review the policy concept which was renamed Capacity 
Development; this was precisely defined ten years later in a new paper from OECD – DCA 
(Development Centre for Assistance) The Challenge of Capacity Development – Working 
Towards Good Practice as the ‘process whereby people, organisations and society as a whole 
unleash, strengthen, create, adapt, and maintain capacity over time’ (OECD, 2006). In the same 
report capacity is defined as the “ability of people, organisations and society as a whole to manage 
their affairs successfully”. The main difference with previous definitions given relies on the fact 
that CB does not recognise existing capacity and operates with a predisposed design, while 
capacity development suggests an endogenous process of change. Capacity Development 
entails a wide range of fields that can be changed to enhance this ability, such as knowledge, 
skills, work processes, tools, systems, authority patterns, management style, etc. It has to be 
noted that the European Union builds on the OECD definition as found in the Toolkit for Capacity 
Development (European Commission and EuropeAid, 2011). To summarise, Capacity 
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Development is the preferred term in a generic context, although Capacity Building is frequently 
used interchangeably, including in international aid agencies and European Commission 
documents. The FUTURAL project aligns with the concept of Capacity Development. However, 
in this report, we will use the term 'Capacity Building' to avoid ambiguity or confusion regarding 
the terminology specified in the project Grant Agreement. Regarding the process of change that 
developed capacities should stimulate, particular attention will be paid to factors that might 
influence change (such as triggers and obstacles), optimal leverage points (where such capacities 
and learning might provide the best added value), and the typology of desired change itself will 
be the object of analysis (for example, preventive versus reactive change). 
 
1.2.2 Capacity Building in rural areas 

Despite the concept originated in the context of international development agencies and policies, 
CB programs are a policy tool used for the local development of developed countries. Capacity 
building has been increasingly seen by the EU institutions as the critical factor that determines 
the success of EU or EU-funded policy interventions and programmes (OECD, 2020)1. It is 
estimated that “above a threshold of cohesion expenditure – calculated at more than €120 of 
cohesion expenditure per capita per year – government quality improvements are a far more 
important and realistic option for regional development than additional public investment.” 
(Rodrigez-Pose and Garcilazo, 2015)2. In line with this evidence, the EU COVID-19 recovery 
package - Next Generation EU had a particular focus on increasing capacity on the territorial, 
administrative, legal, scientific, human capital level, to better deliver EU agreed objectives. 
Building upon this direction, the new EU territorial development policies post 2027 will try to even 
more firmly embed capacity building in the future rural and regional development EU programmes, 
in many countries the main or sole source of investment in large parts of the EU territory 
(European Commission, 2024a; European Commission, 2024b)3. 
That said, as reported in the Handbook for local development and strategies by the DG-REGIO 
and JRC, capacity building are already cited among the main policy measures to strengthen 
strategic capacity at the local level4(Pertoldi et al., 2022). These measures can refer to staffing, 
training, networking, establishment of common procedures and organisational arrangements 
designed to facilitate collaboration and exchange of knowledge and resources between relevant 
stakeholders (ESPON and Politecnico di Milano, 2012). The handbook contains many other 
examples of strategic capacity policy initiatives posed at different governance level (from regional 
to national); when it comes to the regional and/or rural areas, it refers mainly to capacity building 
measures offered by EU-networks, among the most significant we find the European Network of 
Rural Development (ENRD) now managed under the Common Agricultural Policy Network (CAP 
Network). Here, some of the training resources/activities made available focused on 
entrepreneurship, local food systems, forestry management or capacity building activities 
regarding the evaluation of rural development policies5. Beyond the CAP and farming the EU 

                                                
1 OECD (2020), Strengthening Governance of EU Funds under Cohesion Policy: Administrative Capacity Building 
Roadmaps, OECD Multi-level Governance Studies, OECD Publishing, Paris, https://doi.org/10.1787/9b71c8d8-en. 
2 Rodríguez-Pose, A., & Garcilazo, E. (2015). Quality of government and the returns of investment: Examining the 
impact of cohesion expenditure in European regions. Regional Studies, 49(8), 1274-1290. 
3 European Commission (2024a), Ninth Report on Economic, Social and Territorial Cohesion. 
https://ec.europa.eu/regional_policy/information-sources/cohesion-report_en 
European Commission (2024b). Report from the Commission to the European Parliament, the  
Council, the European Economic and Social Committee and the Committee of the Regions. The long-term vision for 
the EU’s rural areas: key achievements and ways forward. {SWD (2024) 450 final} - {SWD (2024) 451 final} Brussels, 
27.3.2024. COM (2024) 450 final 
4 Here strategic capacity is defined as the ability to integrate thematic areas, to mobilise resources and people for a 
common cause (strategic objective) and to navigate through the process while dealing with uncertainties 
5 More details can be found here https://ec.europa.eu/enrd/enrd-static/themes/entrepreneurship/rural-
entrepreneurship-gateway/capacity-building-tools/en/guidelines_en.html 
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Rural Pact launched by the European Commission in June 2023 has a capacity building 
dimension covering a wider variety of rural or place-based policies, such as the various workshops 
and the Rural Pact Communities that have been set up.6  Some other actors/initiatives referring 
to these networks are the European LEADER Association for Rural Development (ELARD) and 
the Local Development Network (LDnet).  
Last but not least, capacity building programs are common tools to improve knowledge, skills, 
and know-how abilities at company-level. Again, the underlying idea is that capacities are not 
linearly built but rather improved through non-passive combinations of formal training with 
coaching, mentoring, networking and peer support. 
 
1.2.3 Digital Capacity Building in rural areas   

When it comes to digital skills, rural areas around Europe have even greater gaps to fill. As 
reported by the Rural Pact Support Office, according to the rural digital index, less than half of the 
households in sparsely populated areas have at least basic digital skills, only 20% have above 
digital skills and 2.5% are Information and Communication Technology (ICT) specialists. Yet, 
there is an increasing attention at EU-policy level to permit rural areas to fully benefit from digital 
innovation with equal access to emerging technologies, widespread digital literacy and 
opportunities to acquire more advanced skills, as reported in the EU Long Term Vision for Rural 
Areas (LVTRA). Indeed, as reported in a recent Good Practice Workshop on digital skills for rural 
areas promoted by the Rural Pact Support Office, the adoption and spread of digital technologies 
in rural areas will only take place if citizens and businesses recognise their usefulness and have 
the adequate skills not only to use them but also to adapt them to their needs and business ideas 
(Rural Pact Support Office, 2023). The Workshop represented a useful event to have an overview 
of the different policies, programs and projects dealing with the topic of building capacities for 
digitalization of rural areas. Some examples of main recent policies on the topic are the European 
Skills Agenda, the Digital Skills & Jobs Platform and the Digital Education Action Plan 2021- 2027. 
 
In the same Good practice Workshop, several other projects and practices dealing with the topic 
were presented and key success factors, challenges, and lessons learned from inspiring initiatives 
were shared. It is worth reporting here some of the main results of the working sessions, as useful 
starting points that can inspire all education programmes on these issues in rural settings: 

➔ Digital skills initiatives should be inclusive and address local needs. Top-down standard 
training programmes which are not adapted to local contexts tend to fail and do not trigger 
the interest of the community to enrol in them. It is essential to design initiatives that take 
into account the potential use of the skills acquired and based as well on the locally 
available technologies and development needs. The implementation of bottom-up and 
tailor-made approaches to build digital skills initiatives involving the local community and 
tune them with the local context (e.g. through Living Labs) has been identified as a suitable 
approach. 

 
 
 
 
 
 
 
 
                                                
6 More details can be found here: https://ruralpact.rural-vision.europa.eu/rural-
pact_en#:~:text=In%202021%2C%20the%20European%20Commission,national%2C%20regional%20and%20local
%20level. 
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➔ Show the added value and benefits of digitalization to ensure engagement and 
participation. This is a fundamental step that needs to be incorporated in any digital skills 
initiatives to ensure the meaningful participation of the local actors. It aims at changing the 
mindset of the end-users towards using and investing in digital technologies, which is 
recognised to be a very challenging aspect in local initiatives. Project holders might find 
some reluctance from end-users in paying the cost of digitalization if the added value is 
not clear for them. A number of approaches were highlighted to address this important 
aspect: 

◆ Start small, convincing and involving leading actors (or pioneers), intermediate 
organisations and structures (such as digital hubs, advisory services, etc.) from 
the community that might act as role models and motivate others in the community 
to acquire digital skills. 

◆ Use practical and concrete examples to show the benefits that acquiring the skills 
for the use of a particular technology would have directly on end users, moving 
from theory to practice.  

◆ Use community-based approaches to help in sharing costs of digitalisation and 
skills acquisition related to specific technologies (e.g. a community could share the 
costs of a common website to promote tourism). 

 
  

  

 

The Digital Competence Framework for Citizens (DigComp) is the result of a project  
led by the Joint Research Centre since 2010, on behalf of the European Commission. 
DigComp has been thought as important tool to support the EU’s Digital Education 
Action Plan 2021-2027, which in turn contributes to the Commission’s priority ‘A Europe 
fit for the Digital Age’ and to Next Generation EU.  
DigComp is recognized as the EU-wide framework for framing digital skills policy, and 
developing and measuring digital competence. It provides a common and structured 
definition of what is a digital competence, namely “the confident, critical and 
responsible use of, and engagement with, digital technologies for learning, at work, 
and for participation in society. It is defined as a combination of knowledge, skills and 
attitudes.” 
The framework identifies 21 competences stemming out from 5 different domains. It is 
used for multiple purposes, such as designing competence assessment tools, creating 
training courses and materials, and identifying professional digital profiles, in the 
contexts of employment, education and training, and social inclusion. More information 
can be found in the DigComp Implementation Guides. 

Digital Competence Framework for Citizens (DigComp) 
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2. Capacity building in FUTURAL 

2.1 Community-led innovations and capacity building  

Capacity Building in FUTURAL project aims at developing the capacity of rural communities to 
realise the potential of co-created community-led innovations. In doing so, while innovations are 
being co-created with rural stakeholders participating to the MAPs (WP2 - Task 2.2), the Task 2.3 
will develop a structured session of capacity development that will allow rural actors to acquire 
knowledge, skills and competences to embrace and implement a sustainable rural digitalization.  
CB activities will thus spire out as the result of combined co-creation and collaborative learning 
(co-learning) activities which will both take place within the MAPs. Indeed, as opposed to 
individual learning, co-learning will allow rural stakeholders participating in the MAPs to develop  
new capacities as a trust-based, collective process where different types of knowledge and 
expertise will be shared and exchanged. In doing so, CB activities sessions will go in parallel and 
follow the co-creation phases as depicted in Fig. 1. 
 
 

 
Figure 1: Activities of Community-led innovations and Capacity Building in FUTURAL project 

In particular, CB activities will occur on two separate levels. On a first level, CB workshops (two) 
will occur at the local scale and will be organised and held from each MAP during the Testing and 
Piloting phases. These CB workshops will mostly focus on knowledge, skills and competences 
needed to empower local rural actors for an effective and sustainable implementation of Smart 
Solutions. In this case, MAP leaders will be responsible for organising and facilitating the learning 
activities (see section 3.1 for more information on the various Roles in the CB programme).  
On a second level, a series of workshops (three) will occur as part of the wider two-day annual 
EU-wide Rural Innovation Forum (EU-RIF) events, one for each Testing, Piloting and 
Demonstration phase. These occurrences will bring together stakeholders - identified by ERCA 
and PREPARE, supported by the other Task participants - from the wide rural ecosystem (MAP 
participants, rural innovation network representatives, policymakers and implementers, EU-
funded R&D projects, organisations, and entrepreneurs) with the aim to set the groundwork for 
capacity building, rural innovations’ showcase, knowledge and experience sharing. Task 2.4 will 
specifically deal with the organisation and implementation of the FUTURAL EU-RIF events and 
will contain more information on the type of activities that will be carried out. In this case, rural 
network associations partners of FUTURAL project, ERCA and PREPARE, will give support in 
the organisation and facilitation.  
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2.2 Theoretical framework and learning cycle 

The theoretical background at the base of the community-led innovation approach in the 
FUTURAL project is rooted in the concept of social innovation. Social innovations have been 
defined in many ways by numerous scholars, although some basic blocks at the core of this 
concept remain among the most quoted definitions. For the sake of clarity and synthesis, Table 1 
reports two of the main definitions that guide the Community-led innovation approach. 

Table 1: Social innovation definitions 

 Social Innovation definition 

S. Neumeier, 2012 

changes of attitudes, behaviour or perceptions of a group of people 
joined in a network of aligned interests that in relation to the group’s 
horizon of experiences lead to new and improved ways of collaborative 
action within the group and beyond. 

Polman et al., 2017 
the reconfiguring of social practices, in response to societal 
challenges, which seeks to enhance outcomes on societal well-being 
and necessarily includes the engagement of civil society actors 

 
Some of these key features of social innovations are visible when looking at FUTURAL; the 
innovations (technological, business and social) are collaboratively-created starting from a 
societal challenge that organised groups in several rural communities (MAPs) aim to tackle. 
Neumeier (2011) clearly identifies three main phases that constitutes the social innovation 
process, namely Problematization (identifying a problem or idea); Expression of Interest 
(attracting new actors who see benefits in adopting or emulating new practices); and Delineation 
and Coordination (aligning interests and negotiating new attitudes and behaviours).  
Although the sequence of the phases may not appear as clear in real-life contexts, such 
conceptualization is useful to understand how rural society’s capacities - interpreted as 
knowledge, skills, practices and/or behaviours – should be strengthened, created, adapted, and 
maintained along the social innovation process through capacity building/development programs. 
By building on this theoretical framework, we introduce the CB program through its learning cycle.  
 
2.2.1 Learning Cycle 

In the CB context, a learning cycle refers to a structured process through which individuals or 
organisations acquire, apply, and reflect upon new knowledge, skills, and practices. It involves a 
continuous loop of activities aimed at improving performance and achieving desired outcomes. 
The learning cycle typically consists of several key stages, including planning, implementation, 
evaluation which are often iterative, meaning that feedback and insights gained from one cycle 
inform subsequent cycles, leading to ongoing improvement and development.  
 
Within the FUTURAL project, the key steps are four, namely Setting, Design and plan, 
Deliver/Implement and Evaluate. As outlined in Fig. 2 and described below, these phases will 
focus on different activities.  
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Figure 2: Social innovation phases (S. Neumeier, 2012) and Capacity Building learning cycle 
 
 
Setting: In this phase the activities will focus on the a) analysis of who will be the targeted 
recipients of the capacity building activities (target groups); b) the learning needs of the prioritised 
target groups identified. In both cases, the aim is to refine and personalise CB’ building blocks 
such contents, material and modalities according to defined audience’s groups to enhance the 
overall efficacy of the capacity development process. These preliminary analyses will occur at the 
MAP level (see section 3.1 Target group, roles and learning needs) and results will inform the CB 
design for both the MAP and EU-RIF level. 
Responsible for these activities will be the MAP leaders supported by the subjects partners 
responsible for defining training material and the other Task participants; 
Design and plan: On the base of the input collected in the prior step, the CB program will be 
designed by detailing the following features: learning objectives, the content – topics, concepts to 
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be covered in both MAP and the dedicated Workshops within the EU-RIF, the modality through 
which CB activities will be run with the related needed resources (material), and the modalities 
and tools through which CB activities will be evaluated; 
Implement and Deliver: Right after the design phase, the CB modules will be produced and 
delivered through the preferred modalities. CB activities will take place in forms of Workshops at 
both the MAP and EU-RIF level. Yet, the tools and resources used might be different among the 
two platforms, depending on the topics (more specific within MAPs, crosscutting in EU-RIF 
events) and the audience. 
Evaluate: The CB program will be assessed during the process – after single activities 
(Workshops) are carried out – and in the final phase. In the first case the focus will be on collecting 
feedback on the process, to adjust their implementation accordingly. In the final phase, the 
evaluation will interest the MAPs, to measure the learning results and the capacities that will be 
developed by then – more details on evaluation are reported in the section 3.3. 
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3. Capacity Building programme 

3.1 Target group, roles and learning needs 

To effectively address learning needs of a specific context, it is advisable to start by identifying 
who will be the main recipients that CB activities should target, as well as who will be the main 
actors involved in the CB process, with their roles and responsibilities. The following sub-chapters 
details both these aspects of target groups and number of participants as well as the different CB 
figures and roles. 
 
Target groups 

The target of the capacity building program part of the FUTURAL project has been partially 
defined during the project’s proposal and inserted in the Grant Agreement as generic Target 
Audience groups. Subsequently, during the initial set-up phase (See D2.1) these groups have 
been enriched through the identification of typologies of stakeholders that might participate in 
future MAPs activities. As reported in Table 2, MAPs stakeholders categories detail the four 
generic target audience’s groups defined ex-ante.  

Table 2: FUTURAL Target audience and MAPs stakeholder’s typology 

Target 

Audience 

FUTURAL Target 

Audience 

MAP’s stakeholder typology 

1 Rural communities Other businesses (companies, firms) 
Organisations and/or associations of firms 
Public company/economic entity 
Public Administration (local, regional, national) 
Non-Governmental Organization NGO and/or Civil Society 
Organization-CSO 
Education entities 
Business and or professional associations (incl. unions) 
Rural citizens (including women, youth, and vulnerable 
groups)  
 

2 Policy makers Policy makers (local, regional, national and EU level) 
Public funding agencies 
Rural/Regional development agencies 

3 Academia University 
Research centres and/or entities  
Individual researchers 
Scientific societies 

4 Agriculture actors Agrifood Businesses (farmers, farmers organisations 
and/or associations, advisors, suppliers, logistic, 
processing, distribution - single actors and/or 
organisations/associations) 

5 Other Other 
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The “Rural community” category can potentially comprise the overall rural society, thus it has 
been better detailed referring to non-agricultural economic actors (single firms/companies, as well 
as organised forms of them), civil associations/organisations - also from the third sector 
(Professional associations, NGO/CSOs) and the actual rural citizens. Referring to this last broad 
category, particular attention in FUTURAL project will be paid to groups such as women, youth 
and vulnerable groups – e.g. elderly, migrants and refugees, hard-to-reach, etc. Furthermore, it 
belongs to the rural community macro-category the several public administration sub-group posed 
at the different governance level (local, regional and national), although those institutions with a 
local scope are primarily involved.  
The policy makers target group entails the several subjects and/or agencies responsible for 
designing, funding and promoting policies on regional and rural development. As in the case of 
public administrations, these might be placed at different governance levels (local, regional 
national and EU-level). 
The wide term “Academia” includes all the actors’ groups active in the research field, not only 
Universities but also research centres (public and private). Finally, the agriculture actors’ category 
might involve actors from all the main agrifood value chain phases, namely production, 
processing, logistics and distribution. 
 
For what concerns CB in FUTURAL, MAPs will start from the above-mentioned groups and, with 
the support of the Task 2.3 participants, will co-identify precise target groups for both the CB 
activities occurring at MAP level and the EU-RIF event. In this phase, the general questions that 
will be answered are: 

➔ Who are the learners?  
➔ How many learners will be participating in the sessions? 
➔ What are their background, experiences and any relevant information that can help to 

tailor the activity to the target groups? 

Target groups might be more specific in MAPs CB sessions (e.g. targeting specific core 
stakeholders in a defined rural community - municipality), while more cross-cutting groups might 
be targeted during EU-RIF events (Target Audience groups). Within the Handbook section 
(Appendix A) are reported some tips, resources and material to effectively identify target groups 
for FUTURAL CB purposes. 

Target number of participants 

FUTURAL sets out common KPIs in terms of MAPs participation to both co-creation and capacity 
building activities. When these expected participants are related to the mentioned Learning Cycle 
phases, these are subdivided as follows in Table 3. 
In line with the description of Community-led innovation activities, CB workshops will follow and 
expand upon Co-creation workshops. These two types of activities target similar groups within 
the local communities of MAPs. Consequently, it is possible that CB activities involve the same 
target groups as part of the co-creation process. Indeed, the ultimate goal of CB is to foster the 
development of knowledge, skills, and behaviours necessary for effectively implementing Smart 
Solutions. This objective is best achieved through a combination of cognitive learning models, 
such as frontal theoretical lectures, and constructivist approaches that encourage active, self-
organised learning within practical, problem-oriented contexts. That said, both co-creation and 
co-learning processes are inspired by the highest levels of inclusiveness in rural society and 
therefore their aim must be to reach a wide and heterogeneous audience.  
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Table 3: KPIs per CB phases 

 

  KPI description Indicator KPI Target 

participants 

Testing 

M13-M24 

Capacity 
Building phase: 

setting 
(M13-M17) 

#Capacity building 
activities in MAPs – 

1° 
#workshops ≥6 

(1xMAP) 

#MAP participants 
engaged in co-

creation & capacity 
building workshops 

across MAPs  

#participants ≥150 
(25xMAP) 

1° EU-RIF event 

(by end May 

2025) 

 

Capacity 
Building phase: 

design 
(M24) 

 

#Capacity building 
activities in EU-RIF - 

1° 
#workshops ≥1 

#Stakeholders 
participating in each 

EU-RIF event 
#participants ≥100 

Piloting: M25–

M36 

Capacity 
Building phase: 

deliver and 

implement 
(M25-M39) 

#Capacity building 
activities in MAPs - 

2° 
#workshops ≥6 

(1xMAP) 

#MAP participants 
engaged in  in co-
creation & capacity 
building workshops 

across MAPs  

#participants >450  
(75 x MAP) 

2° EU-RIF event 

(by end May 

2026) 

 

#Capacity building 
activities in EU-RIF 

– 2° 

#workshops ≥1 

#Stakeholders 
participating in each 

EU-RIF event 
#participants ≥100 

Demonstration:  

M40–M47 

3° EU-RIF event  

(by April 2027) 

Capacity 
Building phase: 

evaluate 
(M40-M47) 

 

#Capacity building 
activities in EU-RIF 

– 3° 

#workshops ≥1 

#Stakeholders 
participating in each 

EU-RIF event 
#participants >100 
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Roles 

CB program manager: This figure defines the CB guidelines to rule its process and details the 
activities to be performed along the different phases. In doing so, it coordinates the participative 
process of assigning responsibilities and monitors the correct proceeding of the whole program. 
In the FUTURAL project, this role is filled by UNIPI who will also be responsible for training a 
capacity building facilitator per MAP and EU-RIF event.  
 
Responsible for training: This actor is responsible for designing and creating the training 
material. In the FUTURAL project, Smart Solution (SS) providers will serve as the actual creators 
of the training material. Given their responsibility alongside the MAPs for the co-creation of the 
SS, they will be involved in co-developing the expected functionalities. Concurrently, SS providers 
will impart the necessary knowledge, skills, and competencies for the rural community to 
effectively utilise these innovations. As the supervisor of the training program, AUA will coordinate 
the implementation of the different CB phases (design, delivery, and evaluation) that lead to the 
production and delivery of the training material. 
The remaining Task 2.3 participants and in particular UNIPI, AEIDL, ERCA and PREPARE, given 
their experience on the topic, will support on some tasks that AUA will define; 
 
Facilitators: These figures will organise and run the workshops with the resources, material and 
according to the modalities defined by the training’s responsible. In FUTURAL project, these 
figures vary depending on the locus of the CB activities: 

- MAPs. In this context, MAP leaders will be the facilitators for the two workshops that will 
occur at the MAP level; 

- EU-RIF. In this context, ERCA and PREPARE will be the facilitators during the dedicated 
segment on capacity building of the three EU-RIF events (two-days long). Additional 
details on other actors potentially involved during these events and who could contribute 
to the CB Workshops (e.g. project partners, mentors, coaches, guests, etc.), will be 
defined once more information on the event itself will be released in D2.8 – EU-RIF Work 
plan report; 

Other: Depending on the CB phase and the choices of the facilitators, other figures might 
participate in the Workshops to share best practices and/or expertise on specific topics, such as 
mentors, experts, representatives from inspirational cases.  
 

Learning needs  

To ensure that the content of the CB initiative adequately meets target groups’ learning 
expectations, it is fundamental to start from identifying and assessing the learning needs which 
will drive the over process of capacity development. The basic questions that this CB phase 
should answer are: 

- What are the objectives of the Smart Solutions development in response to the MAPs 
challenges? 

- What are the learners' needs in relation to an effective implementation of the Smart 
Solutions in MAP contexts - i.e. linked to the achievement of the development objectives 
of SS? 

- What skills and knowledge assets exist to help achieve an effective implementation of SS 
in MAPs?  

- What skill and knowledge gaps exist and what learning is needed to address those gaps? 
- What prior knowledge and experience do prospective participants have and how is this 

likely to affect learning content and delivery methods? 
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Facilitators supported by the responsible for the training program and the other Task 2.3 
participants will collect the information needed to answer these questions and identify and assess 
learning needs in the Setting phase (M13-M17). Moreover, learning needs will be continuously 
checked as the co-creation process evolves, to ensure that they are constantly aligned with the 
relative learning objectives (see next section 3.2). 
 
As suggested in FAO’s best practices for Capacity Building (FAO, 2011), this assessment can be 
effectively carried out through a Workshop. More information on specific questions and tips that 
can be supported in its organisation can be found in the ‘Phase 1 - Setting’ section of the Capacity 
Building Workshops Handbook (Appendix A). 
 

3.2 Learning Objectives and structures 

In this phase, some widely defined learning objectives can be developed starting from the main 
goals of CB in the FUTURAL project, namely to strengthen the capacity of rural communities to 
realise the potential of community-led innovations based on the proposed SS. Thus, capacity 
building should aim to enable rural citizens to capitalise upon the potential of the innovations and 
act for change.  
On the base of these wide general goals, the following learning objectives trace the macro-scopes 
of what capacity building activities should target in terms of knowledge, skills and competences 
to develop. This initial list will be refined and enriched after the learning needs will be collected 
and analysed.  
 

➢ WHICH DIGITAL IN RURAL AREAS: showing the potential to act for change 
1. Outline the potential of Smart Solutions applications, the added value, benefits and risks 

of digitalization in rural areas to ensure awareness, engagement and participation. 
2. Define how digital technologies in rural areas might drive sustainable development 

(expected impacts and alignment with Sustainable Development Goals (SDGs). 
 

➢ HOW DIGITAL IN RURAL AREAS: strengthening the capacity  
3. Provide and update basic digital knowledge and skills for communities in rural areas; 
4. Provide and update digital skills and competences for businesses in rural areas; 
5. Provide and update digital skills and competences for public administrations in rural 

areas; 
 

➢ SHARING DIGITAL IN RURAL AREAS: enabling rural citizens: networking, access and 
inclusiveness 

6. Promote opportunities for scaling out regional/local best practices, by favouring 
exchanges between different rural towns and villages 

7. Promote the access and deployment of adequate resources for the continuous generation 
and update of basic digital competences in rural areas; 

8. Promote paying specific attention to the digital inclusion of low-skilled and vulnerable 
groups (e.g., migrants and refugees, the elderly, the hard-to-reach), to ensure the process 
benefits the whole society 
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3.3 Learning outcomes 

The generic outcomes expected for FUTURAL CB activities refer to empower rural communities 
to innovate for change and to share experiences and lessons learned from co-creation of 
innovations in the MAPs. When linking learning outcomes to the predefined objectives, we obtain 
the following list 
 

➢ WHICH DIGITAL IN RURAL AREAS: showing the potential to act for change 
1. Increase understanding of the potential digital applications in rural areas contexts, with 

the related value added, benefits and risks; 
2. Increase engagement and participation in activities and/or programs dealing with digital 

applications in rural areas contexts; 
3. Increase understanding of the potential of digitalization to drive towards a transformative, 

sustainable change;   
 

➢ HOW DIGITAL IN RURAL AREAS: strengthening the capacity  
4. Increased/improved understanding of basic digital concepts, tools and applications and 

acquisition of basic digital skills for citizens to successfully use Smart Solutions and similar 
digital technologies in rural areas; 

5. Increased/improved understanding of digital concepts, tools and applications for 
businesses and public administrations to successfully use Smart Solutions and similar 
digital technologies in rural areas;  

6. Increased ability to discover, interpret and use digital applications in businesses and public 
administrations contexts of rural areas; 

 
➢ SHARING DIGITAL IN RURAL AREAS: enabling rural citizens: networking, access and 

inclusiveness 
7. Awareness and increased understanding of regional/local best practices and of methods  

to scale out and networking with these; 
8. Increased understanding of the available resources useful to acquire and update basic 

digital competences in rural areas; 
9. Increased the understanding of a) factors that might prevent the inclusion of low-skilled 

and vulnerable groups; b) concepts, tools, policies that might improve the inclusion low-
skilled and vulnerable groups 
 

As mentioned for the Learning Objectives, also the Learning Outcomes might be refined and 
enriched depending on the collection and analysis of the learning needs (Assess and analyse 
phase). Thus, an updated version of this section will be reported in the D2.6. 
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4. Training program  

4.1 Learning content  

After the assessment of learning needs has been conducted, the process transitions into two key 
phases: 1) the development and assembly of learning content, and 2) structuring the learning 
initiative. This approach is undertaken through the engagement of stakeholders, who 
collaboratively identify target groups and tailor content to meet their specific needs, with iterative 
refinement based on feedback being applied. The process extends to the structuring of the 
learning initiative, where careful planning is required to deliver the content effectively. This 
involves the sequence, depth, and delivery modes being determined to best suit the needs of the 
target audience and the complexity of the content. From the logistics and preparation of materials 
to the integration of technology, training of facilitators, engagement of participants, and the 
evaluation of the initiative's effectiveness, each aspect is meticulously planned and executed 
accordingly. This section provides a comprehensive overview of these steps, emphasising the 
collaborative efforts with stakeholders and the alignment with DigComp competencies to ensure 
a thorough and effective learning experience. 
 
4.1.1 Development and assembling the learning content 

1. SETTING: Identifying Target Groups and Learning Needs 

In the initial phase of the project, collaborative efforts with key stakeholders will be 
undertaken to delineate the target audience. These stakeholders encompass a wide 
spectrum - see section 3.1. During the 1° MAP-level Workshop, facilitators can employ 
diverse methodologies such as surveys, focus groups, and consultations, to conduct a 
comprehensive needs assessment to discern the specific learning requirements and 
challenges encountered by each identified target group. By meticulously analysing the 
profiles and characteristics of these stakeholders, the learning content will be tailored to 
address their unique needs, ensuring maximal efficacy and relevance.  
 

2. DESIGN: training content definition and/or assembly 
On the basis of the learning needs defined in Step 1, training content is prepared by SS 
providers as the co-creation phases progress.  
During the testing phase, SS providers will maintain close collaboration with MAPs 
stakeholders and Task 2.3 participants to develop preliminary versions of the training 
program and materials based on target groups and learning needs previously defined. The 
program will be presented during the 1° EU-RIF CB Workshop together with a first module 
to introduce the basic knowledge/concepts needed to interact with the SS MVP versions. 
Moreover, a structured session of feedback will be carried out during the EU-RIF CB 
sessions. This will inform SS providers on what aspects of the overall training program 
(sequence of training modules for the 2° MAP-level Workshop, 2° and 3° EU-RIF CB 
Workshops) would deserve refinement, enhancement to ensure its alignment with the 
identified learning needs and objectives. The information collected will lead to the creation 
of the learning content for the 2° MAP-level Workshop (DELIVERY). 

 
3. DELIVERY: training modules delivery and refinement 

Building upon the insights gained from the testing phase and with close and continuous 
collaboration with MAPs, SS providers will produce and release the learning modules to 
be used during the Piloting CB Workshops. These are specifically: 
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- 2° MAP-level Workshop. The learning content will cover knowledge, skills, 
competences needed to make the best use of the Alpha versions. These capacities 
will be transferred and shared to the extended rural community by MAP facilitators; 

- 2° EU-RIF CB Workshop. The learning content will cover skills, competences 
(specific and transversal) needed to deal with the overall Smart Solutions funded 
by OC call;   
 

Referencing DigComp Competences 
The training modules will be structured in accordance with the DigComp framework (see 
the box in section 1.2.3), encompassing both technical and transversal competences 
essential for digital proficiency and effective problem-solving. Key competences 
addressed within the materials will span the realms of data analysis, digital literacy, critical 
thinking, communication, and collaboration skills. Recognizing the inherent diversity in skill 
levels and learning preferences among the target groups, a versatile approach will be 
adopted in designing training materials and activities, ensuring inclusivity, accessibility, 
and maximal engagement. 
 
Sharing Knowledge, Skills, and Competences 
As part of the knowledge-sharing strategy, a series of training sessions, workshops, and 
collaborative events facilitated by relevant stakeholders will be organised. These initiatives 
will serve as platforms for the exchange of technical expertise, best practices, and 
innovative solutions. By fostering collaborative learning environments, in the MAPs and 
EU-RIF events, participants will have the opportunity to share their experiences, insights, 
and lessons learned, thereby enriching their collective knowledge base. 
 

4.1.2 Structuring the learning initiative  

Define the Learning Initiative Structure 
Once the content is defined and/or assembled, the learning initiative needs to be appropriately 
structured. This means that the learning content should be delivered considering a logically 
planned sequence, an adequate level of depth and the most effective delivery modes. 
In the FUTURAL project, as reported in the next section 3.2, several training delivery modes can 
be combined in CB workshops, to tailor the learning initiative depending on both the needs of the 
target audience and the complexity of the content employed, thus maximising the effectiveness 
of the overall learning experience. Moreover, there might be some additional differences in 
content and delivery between the two different CB Workshops, occurring at MAP and EU-RIF 
events. Despite this, there are some common aspects that should be considered and defined in 
structuring the learning events which are reported below. Then, in Table 4, some key aspects 
related to FUTURAL Workshops’ structure are commented on and references to some suggested 
material and templates are indicated. 
 
Logistics Planning 
Thorough logistical planning ensures the smooth execution of the learning initiative. This involves 
meticulous venue selection for in-person sessions or platform selection for virtual sessions, taking 
into account factors such as accessibility, comfort, and technological capabilities. Scheduling is 
coordinated to accommodate participants' availability and time zones for virtual sessions. 
Additionally, arrangements are made for necessary equipment, technology, and resources 
required for each session to facilitate effective learning delivery. 
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Material Preparation 
Significant effort is dedicated to the development and gathering of relevant learning materials 
aligned with the learning objectives and selected delivery methods. These materials encompass 
presentations, handouts, worksheets, reading materials, and multimedia resources curated to 
support the learning process. Adaptations are made as necessary to ensure accessibility and 
suitability for different delivery modes and audience preferences. In this perspective, language 
aspects must be considered carefully to ensure accessibility to the various target groups of the 
rural areas considered.  
In FUTURAL context, CB Workshops occurring at the MAP level will be delivered in the local 
language when necessary. In such cases, MAP facilitators will not only support SS providers in 
designing, organising, and facilitating the workshops but also in translating training materials for 
the target audiences. 
 
Technology Integration 
The integration of appropriate technology tools and platforms plays a pivotal role in facilitating 
learning delivery and interaction. Seamless integration of technology tools enhances 
engagement, collaboration, and interactivity among participants. Technical support and training 
are provided to participants to navigate and utilise technology effectively, ensuring compatibility 
and accessibility across various devices and platforms. 
 
Facilitator Training and Support 
Investment in the training and support of facilitators or instructors ensures effective delivery of 
learning sessions. Facilitators undergo comprehensive training on delivery techniques, material 
usage, and technology tools to enhance their proficiency. Ongoing support and resources are 
provided to facilitators to address any challenges encountered during delivery, fostering a 
collaborative environment for sharing best practices and lessons learned. 
 
Participant Engagement and Support 
Strategies are implemented to actively engage participants throughout the learning initiative, 
fostering a dynamic and interactive learning environment. These strategies include interactive 
activities, discussions, and feedback mechanisms to encourage participation and collaboration. 
Additionally, participants are offered comprehensive support and guidance to address any 
questions, concerns, or technical issues they may encounter, promoting a positive learning 
experience. 
 
Monitoring and Evaluation 
Robust mechanisms for monitoring and evaluation ensure the effectiveness and continuous 
improvement of the learning initiative (see section 4.3). This involves tracking participant 
attendance, engagement levels, and learning outcomes to gauge progress and effectiveness. 
Feedback from participants and facilitators is collected to identify strengths, areas for 
improvement, and lessons learned, which are used to refine and adapt the delivery approach for 
future iterations of the learning initiative.
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Table 4: Key components of the Workshops’ structure 
 

Key components 
of the Workshops 

structure 
Description and tips Material/resource 

suggested 

Workshop agenda - Develop a detailed agenda outlining the objective, schedule of activities, topics to be covered, 
session durations, and breaks; 

- The agenda should be structured logically and allow for sufficient time for participant 
engagement and interaction. 

- Share the agenda with the audience of interest, consider the choice of adequate communication 
channels - remind to communicate FUTURAL’s partner responsible for Communication 
and Dissemination about the Workshops.  

Appendix B 
Workshop 
Agendas and 
Schedules 
(templates) 

Participants - Communicate with participants prior to the workshop to inform them about the objectives, 
expectations, and any pre-work or prerequisites; 

- Facilitators should collect evidence of participants’ presence by registering their nominatives and 
signatures. This is important to satisfy Communication and Dissemination KPIs. 

Appendix B. 
Participants List 

Material 
presentation and 
facilitation 

- CB content creators and/or facilitators should prepare high-quality presentation materials, 
handouts, and resources to support the delivery of content; 

- Facilitators should receive adequate training on CB activities to facilitate effective presentation 
techniques, active listening, and fostering participant engagement. 

Appendix A. 
Capacity Building 
Workshops and 
Activities 
Handbook 

Evidences collection 
and output 

- Facilitators should collect and store evidence of CB Workshops (participants list, pictures, 
reflections) to assert and substantiate competencies acquisition and effectively communicate 
and persuade various audiences. See section 4.3; 

- Each Workshop will produce an output (e.g. presentations, focus groups 
transcriptions/registrations, digital portfolio, etc.). Facilitators should be responsible for collecting 
and storing Workshops’ outcomes. 

Appendix B. 
Sample 
Evaluation Forms 

Feedbacks and 
assessment 

- In the concluding phase of each workshop, facilitators are responsible for collecting feedbacks 
on participants’ satisfaction with the event; 

- Feedbacks collected should be used to refine and adapt different aspects of the learning 
initiative (content selection, delivery mode, venue, etc.) for future iterations. 

Appendix B. 
Sample 
Evaluation Forms 
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4.2 Delivery modes and teaching method 
FUTURAL CB program will follow a blended delivery mode, integrating on-line and offline 
activities and channels. Workshops will be the core learning delivery mode, intended as a 
structured event or session where participants engage in hands-on activities, discussions, and 
exercises. CB Workshops aim to enhance the skills, knowledge, and resources of individuals, 
organisations, or communities to effectively address challenges or achieve specific goals. The 
learning activities are organised and coordinated by the facilitator, who guides the participants 
through the learning process. 
These workshops can vary in duration and format, depending on the delivery modes that can be 
singularly selected and/or combined together by facilitators. A first distinction that can be made 
among the delivery methods is between offline and online/virtual modalities. Along this continuum, 
as depicted by Fig. 3 capacity building delivery methods might assume different formats which 
require different degrees of facilitation/intermediation and technological availability.   

 
Figure 3: Offline and online learning delivery modes. Source: FAO Good Learning Practices for Capacity 

Development - Learning module 3 

Table 5 provides a non-exhaustive list of training delivery modes that might be combined to design 
and implement CB Workshops. For each macro-category it reports the expected facilitation effort. 
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Table 5: Macro-categories of learning delivery modes and expected facilitation efforts. Source: FAO Good Learning 
Practices for Capacity Development - Learning module 3 

 Delivery modes Facilitation required 

Classroom ● In-person/real time 
courses - frontal 
lectures  

● Seminars/Workshops  

  
These learning activities are generally 
delivered via a facilitator, instructor or trainer. 

On-the job 
learning 

● Coaching and/or 
mentoring 

● Study tours 
● Demonstrations 

These learning activities are generally 
delivered in a work setting by a facilitator 
and/or a coach, mentor. These can be 
delivered either face-to-face or online  

Self-study ● Self-paced e-learning 
modules 

● Self-study through 
different materials and 
channels (pod-casts, 
online videos, printed 
material or other 
media) 

● Training marketplace 

These learning activities do not need a third 
person in charge of delivering the learning 
content but enable learners to work at their 
own pace and rhythm. 

On-line 
collaborative 
learning 

● Moderated video/audio 
conferences 

● Virtual Workshops 
● Massive Open Online 

Courses (MOOCs) 
● Virtual/Augmented 

reality immersive 
learning 

These learning activities allow participants to 
avoid difficulties to meet in presence but at the 
same time giving the opportunity to interact 
with a moderator and with each other. It is 
important to remind that online facilitation 
requires different, specific skills to keep 
participants engaged and motivated 

In addition to the mentioned modes, it is interesting to recall that by reviewing digital capacity 
building methods, the Economic and Social Entities of the United Nations identifies 
Virtual/Augmented Reality (VR/AR)-enabled learning as the delivery mode with the higher focus 
on immersive learning.  These methods “support crisis immersion, emergency simulation 
exercises and gamification to support practice-based learning, leadership development, coaching 
& mentoring and other soft-skills” (Economic and Social Entities of United Nations (UN), 2020). 
As reported by ITC-ILO7, V/AR training methods have the potential to: 

➔ engage the learners by immersing them in a real-world scenario;  
➔ empower the learner by developing a culture of innovation and inquisitiveness; 
➔ embrace diversity by telling stories that connect shared human values, 
➔ create a safe learning environment to educate learners about vulnerable situations. 

 
An Augmented Reality (AR) application, which has been developed by FUTURAL partner ICCS 
as outcome of previous research projects, will be used by MAP participants during the co-creation 
                                                
7 ITC ILO VIRTUAL REALITY – Virtual Reality Projects, available at https://virtualreality.itcilo.org/about/ 
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and capacity building phases of the FUTURAL roadmap. It will be an effective means of 
stimulating participation in co-creation and training programs, by rewarding the rural stakeholders 
for their engagement.  
More in detail, the ICCS AR application might be used by rural stakeholders in CB Workshops, to 
develop and practise the skills and competences needed to use the SS versions in a no-risk 
engaging environment. Moreover, it will be a useful tool as it will provide dashboards displaying 
the level of participation of the MAP participants in real-time, thus facilitating the achievement of 
a balanced rural stakeholder engagement in the co-creation process. 
Regardless of the type of method chosen, CB Workshop must involve active participation and 
collaboration among the participants and facilitation will play a crucial role. For more tips, 
resources and material on this aspect, see the Facilitating Capacity Building section of the 
Handbook in the Appendix B. 
 
Teaching methods 
Another aspect that is important to consider when defining the structure of a CB programme is 
that of selecting an appropriate teaching method that is consistent with the learning objectives 
and the overall context. Teaching methods or pedagogical approaches are generally defined as 
the set of principles and strategies used by teachers and/or instructors to enable recipients’ 
learning. In a recently published guideline to design competence-oriented learning experiences, 
the Joint Research Centre lists seven main teaching methods “to foster learning through 
experience, by offering learners something to act upon, such as a problem or a challenge.” 
(European Commission. Joint Research Centre., 2024). This non-exhaustive but significant list of 
methods is reported in Table 6. 
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Table 6: List of teaching methods for competence-oriented learning experiences. Retrieved from European 
Commission, Joint Research Centre, 2024. 

Teaching Methods Brief description 

Project-based learning Learners develop knowledge and skills through projects based 
on real world challenges and problems that matter to them, giving 
learning purpose and stimulating learners' autonomy. 

Learner-led learning Learners actively contribute their experience to make learning 
relevant, purposeful and meaningful to their individual needs, 
interests, experiences, and aspirations. 

Value creation pedagogy Learners learn by applying their competences (future or existing) 
to create something of value to at least one stakeholder, outside 
their own group, class or school. The value that the learners 
create for someone else can be economic, social or cultural. 

Cooperative learning Learners learn with, and from, each other, considering diverse 
perspectives, needs, and learning preferences, to motivate and 
support each other to go further in their learning. 

Seriously playful learning 
 

Learners are encouraged to take a creative, explorative, active, 
and immersive attitude to learning, to stimulate intrinsic 
motivations and a flow state for learning. 

Laboratory learning 
 

Learners learn through "hands-on" experience gained from trial-
and-error experimentation with objects, materials and 
phenomena, where they can observe, practice, and test 
solutions. 

Service learning Learners turn ideas into action to meet real-world needs in their 
local community. 

 
Given FUTURAL's objective to empower rural communities in effecting change through 
collaborative creation of community-led innovations, the service learning (SL) method's key 
components (i.e. translating ideas into action and fostering local community engagement) render 
it the most suitable choice for fulfilling FUTURAL's purpose8. More in detail, SL defines the 
teaching content by integrating it with the relevant service activities that address human and 
community needs. In doing so, it combines learning objectives with social value creation and 
structures the engagement of learners in the community services around some main phases that 
JRC reports as: 

➔ Engagement of learners with community’s needs 
➔ Exploration on how to create value for the community 
➔ Take action to create value for the community 
➔ Reflection on feedbacks from beneficiaries 
➔ Learning demonstration and progress celebration 

                                                
8 An example of SL approach is the Innovation Camp method used by the Finnish National Rural Network and 
presented within the Smart Rural 21 project. More info at: https://www.smartrural21.eu/wp-content/uploads/The-
innovation-camp-method-for-capacity-building-and-co-developing-smart-solutions-SR21-18.1.2021.pdf  
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Table 7 provides a brief description of the SL phases and associates to each of them the CB 
activities that might be performed in FUTURAL project: 

Table 7: Service learning method’s phases and operationalization in FUTURAL CB training program 

 Description FUTURAL CB Activities 

Learner 
engagement 
with 
community’s 
needs. 

Learners engage with the community 
to identify and understand their 
needs in their specific context  
 

MAPs identify innovation needs 
connected with the challenges 
 

Exploration on 
how to create 
value for the 
community.  

Learners explore, refine and develop 
an idea that they think can help the 
community to tackle an issue or a 
challenge 

MAPs identify the CB target group and 
the learning needs needed to make 
the best use of Smart Solutions - in a 
way to create and harness value for 
the community 

Take action to 
create value 
for the 
community. 

Learners implement the idea and 
develop, use and train the 
competences associated with the 
delivery of the action. 

After testing and piloting sessions, 
MAP participants develop knowledge, 
skills and competences to deal with 
the evolved MAPs’ and Open Call 
funded SS; 
They use and train competences by 
sharing learning outcomes with the 
interested rural community 

Reflection on 
feedback from 
beneficiaries. 

Lerners reflect on and refine the 
outcomes of service-based learning 
experiences. They process the 
encountered experience and 
associated emotions, and more 
significantly, reflect on how the 
experience has influenced and been 
influenced their knowledge, skills, 
and attitudes. 

MAPs reflect on the CB process and 
whether the learning experience: 
 

- allowed to create and share 
value for the community; 

- allowed to acquire knowledge, 
skills, competences to deal 
with SS 

Learning 
demonstration 
and progress 
celebration.  

Learners solidify learning into some 
form of tangible output that can be 
shared, ensuring that learning 
becomes evident and allowing for the 
celebration of progress. 

SS as well as the competences 
developed to deal with them are 
demonstrated and evaluated by MAPs 
and EU-RIF participants. 
 

4.3 Evaluation 
The evaluation9 phase represents a key aspect of the overall CB program as it might inform on 
both the CB performance during its course (process) and on the extent to which the learning 
initiative has achieved its goals (learning results). 
                                                
9  It is important to underline that with Evaluation in this deliverable we refer to both the aspects of assessment and 
actual evaluation. On the one hand, the former refer to the measurement of individual learning or performance against 
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With reference to the CB performance, process’ evaluation might help CB programme managers 
and/or the facilitators to receive feedback on how CB activities (Workshops) have been perceived 
by learners. Such information might be fundamental to monitor quality and results of CB programs 
and adjust the course of action accordingly as the phases progress. These evaluation moments 
usually occur at the end of each training activity. 
In the second case, the evaluation focuses on the results of the learning experience. One of the 
most widely recognized and utilised tools for assessing learning outcomes is the Kirkpatrick 
Model, which offers a comprehensive approach to evaluate training programs. This model 
categorises learning results into four levels, each of them answers to a specific evaluation 
question reported in Table 8. 

Table 8: Kirkpatrick four levels of evaluation 

 
Main evaluation questions 

Participant satisfaction 
How did participants respond to the training? 

Learning Did participants achieve the learning objectives? What 
knowledge and skills did they acquire or develop? 

 
Behaviour/transfer outcomes 

How effectively are participants applying what they 
learned in their workplace? What behavioural changes 
and improved performance have resulted? 
 

Organisational impact What impact does behavioural change have on the 
organisation? 

 
It is important to underline, as mentioned by several sources that mention Kirkpatrick evaluation 
model as an effective and comprehensive one (FAO, 2011; ITCILO) that while the latter three 
levels are linearly related, with learning being a prerequisite for behaviour change and behaviour 
change for organisational impact, participant satisfaction does not strongly correlate with the other 
levels. Moreover, it has to be considered that for FUTURAL purposes, the last organisational 
impact might be difficult to be evaluated, since SS innovations will not always be implemented in 
an organisational context.  
That said, this evaluation framework will inspire CB evaluation that will take place in the FUTURAL 
project; guidance sheets and tools to guide facilitators in implementing the evaluation phases are 
reported in the Handbook in the Appendixes A and B.

                                                
specific criteria, typically through activities like tests or projects. On the other hand, evaluation involves making 
judgments about the quality, effectiveness, or significance of programs, projects, or processes. In FUTURAL, the actual 
evaluation will be made during the last EU-RIF event.  
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Evaluation/assessment methods 
Depending on the context, the phase and the purpose of the evaluation process, different 
evaluation methods might be implied. The mentioned guideline to design competence-oriented 
learning experience by the European Union and JRC identified several different 
assessment/evaluation methods “to assess competence development and learner progress”; 
these can be used in combination with several teaching methods (see section 4.2 above), more 
information is available in the practical guide. 
For what concerns the FUTURAL CB training program, as previously described, two evaluation 
moments are isolated (progress and results) and for each of these three methods will be mainly 
implemented in combination, namely a) structured set of learning questions; b) evidence 
generation assessment method; c) peer evaluation. Before outlining how such combined 
evaluation will be implemented, a brief definition of each evaluation methods is given: 

➔ Questions for learning. This method consists of a structured and sequenced set of open 
questions that aims at stimulating engagement, active learning and reflection on the 
training sessions. It might be implemented through free or structured interviews, focus 
groups, and group discussions. 

➔ Evidence generation assessment. This method involves learners utilising diverse media 
to assert and substantiate their competencies, effectively communicating and persuading 
various audiences. This process allows simultaneously to a) validating learning 
achievements; b) demonstrating acquired knowledge to render it valuable for future 
application; c) facilitating further skill development to be able to successfully share 
competences acquired. The evaluation output might take the form of an electronic/digital 
portfolio, i.e simple presentation format, where learners can collect, collate and present 
diverse evidence of competence, practised and gained through wide-ranging experiences, 
helping them to develop a sense of purpose for their learning. 

➔ Peer feedback. This method involves that learners provide one another with feedback on 
their work or performance. It is an effective way to enrich learning experience allowing 
learners to get exposed to the others’ learning approaches and achievements while 
simultaneously prompting them to develop communication and negotiation skills.  

 
When evaluation aims, methods and tools are combined in FUTURAL CB context, an evaluation 
plan is obtained as depicted in Table 9. Two main focuses are identified for the assessment and 
for each of them methods, tools and contextualization in FUTURAL CB programme outline is 
provided. 
For what concerns CB process, Participants Satisfaction surveys will be run after each CB 
Workshop at MAP level EU-RIF event. Moreover, during these events, facilitators will collect 
evidence on the learning experiences (e.g. Workshops outputs, participation lists, media from the 
event).  
Regarding the CB learning results, each MAP will run evaluation level 2 (Learning - Knowledge 
and Skill Acquisition), 3 (Behaviour/transfer) and 4 - when applicable10, from the Kirkpatrick 
model. Moreover, each MAP will start to assemble its CB digital portfolio by selecting and 
combining the evidence collected after each Workshop. A first version of the digital portfolio will 
be shared during the 2° EU-RIF event as a tangible outcome through which to start and share 
reflections on the CB process and receive feedback from EU-RIF participants. A final version of 
the digital portfolio will be presented during the final EU-RIF event with the purpose to 

                                                
10 As mentioned above, the inquiry on organisational learning impact focus of the level 4 of the model might not 
always be applicable. Thus, its implementation should be valued by each MAP depending on the actual scope of 
application of the SS. 
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demonstrate the learning results acquired and share the learning experience. Moreover, the final 
digital portfolio will be peer-assessed by each MAP. A brief introduction to guidance sheets, tools 
and resources to run the mentioned evaluation sessions are reported in the Handbook in the 
Appendix A and B. More detailed indications to run evaluation workshops in the 2nd and 3rd EU-
RIF event will be provided in D2.6 and 2.7. 

Table 9: Summary of assessment/evaluation plan 

WHAT.  
Evaluation / 
assessment 

focus 

HOW. 
Assessment 

Methods 
HOW. 

Assessment activities and tools 
WHEN & WHERE. 
FUTURAL events 

CB process 

Questions for 
learning 
Evidence 

generation 
assessment 

- Kirkpatrick - Level 1 survey and 
interview; 

- Collect evidences on 
participation (participants list, 
pictures, reflections) 

- During each 
MAP CB 
Workshop  

- EU-RIF events 

CB learning 
results 

Evidence 
generation 

assessment 
Peer feedback 

- Kirkpatrick - Level 2, 3 (4*) 
survey and interview; 

- CB digital portfolio as a 
combination of CB Workshops’ 
outcomes (target group and 
learning needs identification, 
knowledge, skills, competences 
acquired) and participation 
evidences; 

- Peer assessment on CB digital 
portfolio 

- During each 
MAP CB 
Workshop  

- 2° - 3° EU-RIF 
event 
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4.4 Tentative Timeline 

Once all CB components and training activities have been outlined, it is possible to put them into a plan with a time dimension that 
should mark their duration and deadlines. This plan is derived from the sequence of CB activities and the need to align this sequence 
with the phases of a) Co-creation; b) Capacity Building and c) Teaching Method. 
 

Table 10: Tentative timeline of the CB program in FUTURAL 

 Testing 
M13-M24 

1° EU-RIF event (by 
May 2025) 

Piloting: M25–
M39 

2° EU-RIF event  
(by May 2026) 

Demonstration:  
M40–M47 

3° EU-RIF event 
(by April 2027) 

Capacity 
Building phase: 
assess and 
analyse  
(M13-M17) 

Capacity Building 
phase: 
design  
(M24) 

Capacity Building phase: deliver 
(M25-M29) 

Capacity Building phase: 
evaluate 
(M40-M47) 

Object of 
Capacity 
building 
Workshop 
(UNIPI+ 
ERCA+ 
PREPARE
) 

1° STEP - 
Community 
engagement 
 
CB Workshops 
to: 

• define target 
groups and 
learning needs  
(AUA, ERCA, 
PREPARE, 
MAPs and 
UNIPI)  

• train facilitators 
(UNIPI) 
 

 

3° STEP - Creating 
value for the 
community 
 
CB Workshop to:  

• present the MVP 
version of the SS 
(both developed at 
MAP level and OC 
funded)  

• present the training 
program (on the 
base of Step 2) 

• share training 
module on 
knowledge/literacy 

5° STEP - 
Taking action 
 
 
CB Workshops 
to: 

• share training 
module on 
skills, 
competences 
needed to 
make the best 
use of the 
Alpha versions; 

• transfer and 
share 
capacities 

6° STEP - 
Reflections and 
feedbacks 
 
CB Workshops to: 

• present the 
Alpha version of 
the SS (both 
developed at 
MAP level and 
OC-funded) 

• share an 
overview of the 
main typologies 
of skills, 
competences 
(specific and 

7° STEP - Demonstrations 
and progress sharing 

 
Final CB Workshop to: 

• demonstrate Beta version of 
the SS (both developed at 
MAP level and OC-funded) 

• evaluate capacities 
developed by MAP and 
show progresses made by 
sharing CB output/evidences 
- presentation of final version 
of MAPs digital portfolios 
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(UNIPI, MAPs, 
ERCA, 
PREPARE) 

needed to interact 
with MVP versions  

• Selection/refinement 
of learning 
needs/competences 
that MAPs would 
like to develop in 
next CB Workshops 

 
 
 
 
 
 
 
 
 
 
 
 
 
(ERCA, PREPARE) 

acquired to the 
extended rural 
community; 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(MAPs) 

transversal) 
needed to deal 
with the overall 
Smart Solutions 
funded by OC 
call  

• Reflect on the 
CB process and 
report feedback 
on the learning 
experience (from 
MAPs target 
groups and MAP 
leaders)  - 
presentation of 
the first draft of 
the MAPs CB 
digital portfolio 

 
 
(ERCA, 
PREPARE) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(ERCA, PREPARE, support 
by UNIPI) 

Training: 
material 
content 
(AUA) 

2° STEP 
On the base of 
the learning 
needs defined 
in Step 1, AUA 
coordinates the 
training content 
creation/ 
assembling 

 4° STEP 
• On the base of the 

learning/competence needs defined 
in Step 3, AUA coordinates the 
training content creation/ assembling 
for the 2nd Co-creation Workshop 
(5° step) 
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5. Conclusions 
This report contains the guidelines and the suggested material to plan, organise and execute 
Capacity Building (CB) activities in the FUTURAL project.  
The actual guidelines aim at introducing the CB concept and contextualise it within the FUTURAL 
project. Moreover, the CB program is presented with all its main components namely, the learning 
cycle, learning needs, objectives and outcomes.  
Then, the actual training program is presented, with the description of the process that will lead 
to the content creation, the selection of the teaching method as well as the delivery modes that 
Workshops might combine in their implementation. To conclude, the assessment and evaluation 
strategy and methods that will be used along the CB program are reported, as well as its 
evaluation plan. The last chapter presents the tentative timeline of the overall program. 
The suggested “material” needed to run what described in the guidelines is inserted in the 
Capacity Building Workshops and Activities Handbook placed in the Appendix A and B. The 
handbook serves as repository of guidance sheets, tips, tools and resources that facilitators might 
use to organise and run the CB workshops 
It is worth to recall that this document represents the first of three deliverables on Capacity 
Building guidelines and material, future reports will update the guidelines and the related training 
material on the base of information gathered at MAP level on target groups, learning needs, 
learning objectives and outcomes.
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7. Appendix 
Appendix A: Capacity Building Workshops and Activities Handbook 
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Introduction 
Definition and Importance of Capacity Building 
In this handbook, we focus on establishing a comprehensive training program aimed specifically 
at training CB facilitators (learning content creators/trainers and actual facilitators), the pivotal link 
in empowering rural communities to utilise the Smart Solutions developed in FUTURAL. The 
necessity of this program arises from the crucial role facilitators play in bridging the gap between 
innovative solutions and their practical application within rural settings. By equipping these 
trainers with the latest methodologies, tools, and insights, we ensure they are fully prepared to 
guide, educate, and inspire rural stakeholders in adopting and benefiting from these 
advancements. This handbook is designed to enhance the capabilities of facilitators, enabling 
them to deliver effective capacity building workshops that are engaging, informative, and 
transformative. It underscores our commitment to not just disseminate technology, but to foster 
an environment where rural communities can thrive through the informed application of these 
innovations. Through this program, facilitators will be empowered to catalyse change, drive 
sustainable development, and ensure the longevity and success of the Smart Solutions initiative 
in rural areas. 
 

Overview of the Training Program 
The training program outlined in this handbook provides a comprehensive guide on how to plan, 
develop, implement, and evaluate capacity building workshops and activities. It covers various 
aspects of capacity building, including needs assessment, curriculum development, training 
methods, facilitation techniques, and monitoring and evaluation. The program is structured to 
equip facilitators with the knowledge, skills, and tools necessary to design and deliver effective 
capacity building workshops and activities. The effectiveness of capacity-building workshops 
hinges on meticulous planning and development, guided by the structured phases of the learning 
cycle: Setting, Design, Deliver, and Evaluate. The present handbook provides a roadmap for 
integrating these phases into the workshop planning process, ensuring that facilitators have the 
necessary resources, strategies, and tools at their disposal. In doing so, it is organised in five 
main chapters; the Setting chapter introduces the concepts and resources needed to set the CB 
workshops, namely learning needs and target groups’ understanding. The second chapter deals 
with the design of the learning initiatives, thus outlines methods, tools and tips to effectively plan 
and structure the Workshops. It follows the delivery section, which gives instructions on which 
options can be considered when administering the learning material. It concludes the handbook 
with the evaluation section where the different phases to assess and evaluate the workshops are 
explained and tools provided. The appendix B includes the suggested templates and tools to be 
used in the different phases of the workshops design and organisation. 
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Table 1: Key Steps in Capacity Building Workshop Planning 

Step Description Key Elements 

1 

SETTING: 
Understanding 
Needs and 
Setting 
Objectives 

Conduct a comprehensive 
target groups analysis and 
needs assessment to identify 
training needs and set 
SMART objectives. 

➔ Needs assessment via surveys, 
interviews, etc. 

➔ Setting Specific, Measurable, 
Achievable, Relevant, and Time-
bound (SMART) objectives. 

2 
DESIGN: 
Structuring 
Your Workshop 

Develop the curriculum to 
address identified needs and 
objectives, incorporating 
interactive elements and 
diverse learning materials. 

➔ Curriculum development aligned 
with objectives. 

➔ Incorporation of interactive 
elements, real-life examples, and 
supplementary resources. 

3 

DELIVERY: 
Choosing 
Appropriate 
Training 
Methods and 
Activities 

Employ a variety of engaging 
training methods and 
activities that align with 
program content and 
objectives. 

➔ Use of lectures, discussions, case 
studies, simulations, role-plays. 

➔ Encouragement of peer learning 
and hands-on practical sessions. 

4 
EVALUATE: 
Assessing 
Impact 

Develop and utilise 
assessment tools to evaluate 
the workshop's impact 
(learning results) and identify 
areas for improvement (CB 
process). 

➔ Development of pre- and post-
tests, feedback surveys. 

➔ Utilisation of feedback for future 
workshop refinement. 
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Phase 1 - SETTING: Understanding Needs and Setting 
Objectives 
1.1 Target Groups  
Before embarking on any capacity building initiative, it is crucial to clearly identify who will be the 
recipients of the CB Workshops. In fact, depending on the different categories of stakeholders 
populating each MAPs, specific learning needs might emerge (see next section 1.2) and training 
offer should be tailored accordingly. To support facilitators to effectively identify CB target groups, 
this section reports a suggested methodology with some indications and tips to collect the 
information needed. Moreover, Table 2 reports some of the guiding questions that might be 
addressed to MAP participants.    
 

1.1.1 Focus Group Methodology to Identify Target Groups 

➔ Define Focus Group Objectives: Clearly outline the purpose of the focus group, which 
is to identify target groups for the capacity building sessions related to the Sustainable 
Solution (SS) implementation. 

➔ Recruit Participants: Select participants representing diverse stakeholders involved in or 
affected by the SS implementation, (see Table 2 of the D2.5 - Capacity building guidelines 
and material - A for an overview of the potential stakeholders to engage at MAP level). 
Ensure representation from different demographics, organisations, and roles within the 
community. 

➔ Prepare Focus Group Questions: Develop a set of questions to guide the discussion 
and gather insights about potential target groups. Some suggested questions include: 

● What are the main profiles of individuals or organisations that would benefit from 
the capacity building sessions? 

● Considering the future implementation of the SS in your rural community, which 
stakeholder groups do you believe would need or be interested in receiving 
training? 

● If participants work in specific organisations, inquire about their positions, tenure, 
age groups, gender distribution, and any special needs or accessibility challenges 
they may face. 

● Ask participants to rate the effectiveness of different training methods (face-to-
face, videos, online courses, web conferencing) in achieving the learning goals. 

● Inquire about the preferred duration for face-to-face training sessions (1 day, ½ 
day, 1-3 hours) to tailor the sessions to participants' preferences. 

➔ Conduct Focus Group Sessions: Organise focus group sessions with selected 
participants, either in person or virtually. Facilitate a structured discussion around the 
prepared questions, encouraging participants to share their perspectives and insights. 

➔ Analyse Responses: Thoroughly analyse the responses and insights gathered during 
the focus group sessions. Identify common themes, patterns, and preferences among 
participants regarding target groups, training methods, and session duration. 
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➔ Document Findings: Document the findings from the focus group sessions, highlighting 
key insights and recommendations for targeting specific groups and designing effective 
capacity building sessions. 

➔ Use Findings for Program Design: Utilise the insights gathered from the focus groups 
to inform the design of the capacity building sessions, ensuring they are tailored to the 
needs and preferences of the identified target groups. 

 

1.2 Needs Assessment: Identifying Training Requirements 
The following step in setting-up a CB Workshop deals with conducting a comprehensive needs 
assessment. This involves identifying the specific areas where training is required to enhance 
skills, knowledge, and capabilities within the target group. A thorough needs assessment helps in 
understanding the gaps between current competencies and desired outcomes. Methods such as 
surveys, interviews, focus groups, and analysis of organisational data can be utilised to gather 
relevant information. By pinpointing the training needs accurately, resources can be allocated 
effectively, ensuring that the training program addresses the most pressing concerns of the 
participants. 
To perform this needs assessment, various methods and tools can be employed to collect and 
analyse the necessary information: 
 

1. Surveys: Design and distribute surveys to potential trainers to gather insights on their 
current level of knowledge, skills, and areas where they feel improvement is needed. 
Online survey tools like SurveyMonkey or Google Forms can facilitate this process 
efficiently. 

2. Interviews: Conduct one-on-one or group interviews with a sample of potential trainers to 
delve deeper into their specific training needs, experiences, and expectations. This 
qualitative approach can uncover nuanced insights not captured through surveys. 

3. Focus Groups: Organise focus group discussions with representatives from the target 
group to encourage dialogue and gather diverse perspectives on training requirements. 
This interactive setting can reveal collective challenges and common areas for 
development. 

4. Analysis of Organisational Data: Review existing data within the organisation or project, 
such as performance evaluations, previous training feedback, and project outcomes, to 
identify trends and areas where trainers have historically faced challenges. 

5. SWOT Analysis: Utilise a SWOT analysis (Strengths, Weaknesses, Opportunities, 
Threats) to systematically evaluate the training needs from different angles, considering 
internal capabilities and external opportunities or threats that could impact the training's 
effectiveness. 

  



  D2.5: Capacity building guidelines and material A 

 
 

44 

Following the methodologies outlined for conducting a needs assessment, facilitators can employ 
a structured approach to directly engage with potential trainees. To guide this interaction, the 
table below provides some examples of essential questions designed to uncover specific training 
needs, ensuring the workshops developed are both relevant and effective. 
 

Table 2: Example questions for training needs analysis. Source: ITC-ILO training methodology 
Questions Options 

What are your 
learning needs related 
to the topic of the 
training? 

OPTION 1: Please write a minimum of three learning needs in order 
of their importance. 
 
OPTION 2: You can create a list of knowledge, skills, behaviours, and 
attitudes, then invite people to rate them according to the following 
scale: 1 (most important) to 7 (least important). 

What are your 
expectations related to 
the training? What 
would need to happen 
for this training to be 
useful for you? 

(No options provided, open-ended question) 

How do you learn 
best? What supports 
you in your learning 
process? 

(No options provided, open-ended question) 

What are your existing 
competencies related 
to the topic of the 
training? 

OPTION 1: Invite people to write a minimum of three competencies. 
 
OPTION 2: You can create a list of knowledge, skills, behaviours, and 
attitudes, then invite people to rate them according to the following 
scale: 

➔ 1 = Not at all Competent; 2 = Little Competence; 3 = Moderately 
Competent; 4 = Fairly Competent; 5 = Very Competent 

➔ Another scaling option: 1 = No knowledge/skill; 2 = A little 
knowledge/skill but considerable development required; 3 = 
Some knowledge/skill but development required; 4 = Good level 
of knowledge/skill displayed, with a little development required; 5 
= Fully knowledgeable/skilled—none/very little development 
required; N/A = This competency is not applicable to my job 

Invite people to share additional comments if they wish. 

How important do you 
think the following 
competencies are for 
your current job? 

Create a list of knowledge, skills, behaviours, and attitudes, then invite 
people to rate them according to the following scale 7 (very important) to 
1 (not important at all): 
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Have you participated in 
other professional 
trainings on the topic 
before 

(No options provided, yes/no question) 

 
Integrating these methods and tools into your needs assessment process enables a thorough and 
precise identification of the areas where training is most needed. By employing a combination of 
surveys, interviews, focus groups, and organisational data analysis, you can gather 
comprehensive insights into the specific needs and gaps in knowledge, skills, and capabilities. 
Additionally, conducting a SWOT analysis provides a strategic overview, helping to uncover both 
internal and external factors that could influence the success of your training efforts. This 
meticulous approach ensures that the workshops developed are well-targeted and effectively 
address the key areas for development, empowering you to deliver more impactful and relevant 
training to rural stakeholders. 
 

1.2.1 Setting SMART Objectives 
Setting clear and measurable objectives is essential for guiding the direction of the capacity 
building workshop or activity. SMART objectives are Specific, Measurable, Achievable, Relevant, 
and Time-bound.   
 

Table 3: SMART Objectives: Specific, Measurable, Achievable, Relevant, Time-bound 

Specific 
Clear and specific objectives define the desired outcomes of the training, 
providing a focused direction for the program. Participants should clearly 
understand what needs to be achieved by the end of the workshop. 

Measurable 
Objectives should be measurable to track progress and evaluate the 
effectiveness of the training. By defining specific metrics or indicators, it 
becomes easier to assess whether the objectives have been met and to what 
extent. 

Achievable 
Ensure that objectives are realistic and attainable within the given resources 
and constraints. Realistic objectives prevent participants from feeling 
overwhelmed and maintain their motivation by providing a reasonable chance 
of success. 

Relevant 
Objectives should directly contribute to addressing the identified needs and 
gaps, aligning with the broader goals of the organisation or project. Relevant 
objectives ensure that the training is meaningful and focused on areas that are 
essential for success. 

Time-Bound 
Set a timeframe for achieving objectives to create a sense of urgency and 
prioritise tasks effectively. Time-bound objectives promote accountability and 
ensure that progress is made within a specified period, preventing delays and 
maintaining momentum throughout the training program. 

These objectives provide a roadmap for designing the content, selecting appropriate training 
methods, and assessing the effectiveness of the program. When crafting objectives, it's important 
to consider the desired outcomes and align them with the overall goals of the organisation or 
project. The objectives should clearly articulate what the participants will know or be able to do 
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by the end of the training. For instance, "By the end of this workshop, participants will be able to 
apply basic project management principles to their community development projects within six 
months." Clear and SMART objectives not only provide a clear direction for the training and a way 
to measure its effectiveness but also enhance focus and enable participants to understand what 
is expected from the training, thereby increasing engagement and motivation. 
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Phase 2 - DESIGN: Structuring Your Workshop 
Once the training needs have been identified and objectives set, the next step is to develop the 
curriculum, which consists in creating and/or selecting the relevant learning content. The 
curriculum should be designed to address the identified gaps identified in the needs assessment 
while aligning with the objectives and the overall goals of the capacity building initiative. Content 
selection should be based on evidence-based practices, best practices in the field, and input from 
subject matter experts. The curriculum should be structured in a logical sequence, starting with 
foundational concepts and progressively building upon them.  

To further enrich the curriculum and create a dynamic learning experience, consider incorporating 
the following elements: 
 
Incorporate Interactive Elements: Including interactive elements such as quizzes, group 
discussions, and hands-on activities can promote active participation and deepen understanding 
among participants. 

Provide Real-Life Examples: Integrating real-life examples and case studies relevant to the 
participants' context can help illustrate theoretical concepts and facilitate practical application. 

Offer Supplementary Resources: Providing supplementary resources such as online articles, 
videos, or additional readings can enrich the learning experience and allow participants to explore 
topics in more depth at their own pace. 

Encourage Peer Learning: Creating opportunities for peer-to-peer learning through group work 
or collaborative projects can foster a supportive learning environment and encourage knowledge 
sharing among participants. 

Utilise Technology: Leveraging technology tools such as online learning platforms, multimedia 
presentations, or virtual simulations can enhance accessibility, interactivity, and engagement in 
the training program. 

Allow for Flexibility: Building flexibility into the curriculum to accommodate unexpected 
challenges or individual learning needs can help ensure the training remains adaptable and 
responsive to participant feedback and evolving circumstances. 

To cater to the needs of all participants and enhance engagement, it's important to strategically 
create and select diverse learning materials, including readings, case studies, and practical 
exercises. This process involves carefully considering the variety of learning styles and 
preferences among participants, ensuring the content is accessible and beneficial to everyone 
(information on these aspects are collected when identifying Target Groups). By adopting a 
methodical approach to content creation and selection, we acknowledge and accommodate the 
diverse ways participants absorb and interact with information, thus guaranteeing active 
engagement and effective learning across the board. 
 

2.1 Identifying and Securing Resources (materials, equipment, trainers) 
Identifying and securing the necessary resources is crucial for the successful implementation of 
capacity building workshops and activities. Resources may include materials (e.g. handouts, 
multimedia presentations), equipment (e.g. projects, computers), facilities, and trainers. 
Additionally, determine the human resources needed, including skilled trainers, coaches, mentors 
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or guest speakers who are knowledgeable about the content and experienced in delivering 
engaging workshops. 

To ensure that all elements are in place for a successful learning experience, consider the logistics 
of the training, such as the venue, timing, and budget.  

Venue: Selecting an appropriate venue that is conducive to learning and accessible to 
participants is essential. Consider factors such as seating capacity, technological capabilities, and 
amenities. 

Timing: Scheduling the training at a time that accommodates the availability and preferences of 
participants is important for maximising attendance and engagement. 

Budget: Allocating sufficient funds for the procurement of materials, equipment, and other 
resources is necessary to support the delivery of the training program effectively. 

It's important to assess the resource requirements early in the planning process and develop a 
strategy for sourcing and securing them. This may involve budgeting, procurement, partnerships 
with external organisations or experts, and coordination with relevant stakeholders.  

Procurement: Identify suppliers or vendors for materials, equipment, and other resources 
needed for the training, and establish processes for procurement and delivery. 

Partnerships: Collaborate with external local organisations or experts to leverage their expertise, 
resources, and networks to support the training program. This is particularly important in rural 
contexts as a way to foster collaboration and sharing of local needs, resources and knowledge. 

Adequate provision of resources ensures that the training program runs smoothly and that 
participants have access to the support they need to achieve the desired learning outcomes. 
Regular monitoring and evaluation of resource utilisation help in identifying any gaps or 
inefficiencies and making necessary adjustments to optimise resource allocation.  
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Phase 3 - DELIVERY: Choosing Appropriate Training Methods 
and Activities  
Effective capacity building workshops and activities employ a variety of training methods and 
activities to engage participants and facilitate learning. To maximise learning, it's essential to 
choose training methods and activities that align with the content and objectives of the program. 
These may include lectures, discussions, case studies, simulations, role-plays, group exercises, 
and hands-on practical sessions. The choice of methods should be guided by the learning 
objectives, participant demographics, and the nature of the content being delivered. Interactive 
and participatory approaches are often more effective in promoting knowledge retention and skills 
development. It's essential to strike a balance between different methods to cater to different 
learning preferences and ensure maximum engagement and effectiveness. 

To ensure comprehensive engagement and effective learning outcomes, consider the following 
varied approaches: 

Lectures: Presenting information in a structured manner through lectures can provide 
participants with foundational knowledge and theoretical frameworks. 

Discussions: Facilitating discussions allows participants to share perspectives, exchange ideas, 
and deepen their understanding through active engagement with the material. 

Case Studies: Analysing real-life case studies helps participants apply theoretical concepts to 
practical situations, fostering critical thinking and problem-solving skills. 

Simulations: Simulating real-world scenarios enables participants to practise skills and decision-
making in a controlled environment, enhancing readiness for application in their work contexts. 

Role-plays: Role-playing exercises encourage participants to take on different perspectives and 
practise interpersonal skills, such as communication and conflict resolution, in simulated 
scenarios. 

Group Exercises: Collaborative group exercises promote teamwork, collaboration, and peer 
learning, allowing participants to learn from each other's experiences and expertise. 

Hands-on Practical Sessions: Engaging in hands-on activities provides opportunities for 
experiential learning, skill-building, and application of knowledge in real-world contexts. 

By incorporating a diverse range of training methods and activities, facilitators can create 
engaging and effective learning experiences that cater to the diverse needs and preferences of 
participants. 
 
3.1 Facilitating Capacity Building Workshops to deliver 
Facilitating effective capacity building workshops requires a blend of strategic planning, engaging 
delivery, and insightful evaluation. This section provides facilitators with a framework and 
resources for conducting impactful workshops to engage and educate workshop participants 
during the Deliver phase.  
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Table 4: Facilitating Capacity Building Workshops to deliver - Summary Table 

Step Key Elements Guidance for 
Implementation 

Deliver 
Phase: 
Engaging 
and 
Educating 
Participants 

Creating a 
Positive and 
Engaging 
Learning 
Environment 

➔ Fostering open 
communication 

➔ Encouraging 
collaboration 

➔ Hands-on learning 
experiences 

➔ Begin with a warm 
welcome and introduction 

➔ Promote interaction and 
collaboration 

➔ Use positive reinforcement 
and encouragement 

Effective 
Presentation 
Skills and 
Techniques 

➔ Organising content 
clearly 

➔ Using visual aids 
➔ Engaging 

storytelling 
➔ Interactive elements 

➔ Prepare and organise 
content for clarity 

➔ Practise clear articulation 
and pacing 

➔ Use visual aids to enhance 
understanding 

Encouraging 
Active 
Participation and 
Collaborative 
Learning 

➔ Encouraging 
questions and 
discussions  

➔ Group activities 
➔ Peer-to-peer 

interaction 

➔ Foster a participatory 
atmosphere 

➔ Create opportunities for 
sharing and collaboration 

➔ Facilitate collaborative 
learning 

Utilising Different 
Teaching 
Strategies 

➔ Mix of instructional 
methods 

➔ Adapted teaching 
approach 

➔ Differentiated 
instruction 

➔ Incorporate diverse 
teaching methods 

➔ Adapt strategies to 
participant needs 

➔ Use differentiated 
instruction for individual 
learning needs 

Managing Group 
Dynamics and 
Addressing 
Challenges 

➔ Equitable 
participation 

➔ Intervention in 
conflicts 

➔ Supportive 
atmosphere 

➔ Monitor and engage all 
participants 

➔ Address conflicts and 
disruptions respectfully 

➔ Cultivate a collaborative 
environment 
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3.2 Deliver Phase: Engaging and Educating Participants 

3.2.1 Creating a Positive and Engaging Learning Environment 
Establishing a positive and engaging learning environment is fundamental to the success of 
capacity building initiatives. This involves creating a space where participants feel valued, 
respected, and motivated to actively participate. Strategies include fostering open 
communication, encouraging collaboration, and providing opportunities for hands-on learning 
experiences. By incorporating diverse teaching methods and catering to different learning styles, 
facilitators can ensure that all participants are actively engaged and able to maximise their 
learning potential. Moreover, fostering a supportive and inclusive atmosphere fosters a sense of 
belonging and encourages participants to contribute their unique perspectives and experiences, 
enriching the overall learning process. 

Guidance for Implementation: 
 

1. Start by setting the tone for the workshop with a warm welcome and introduction, 
establishing a sense of openness and inclusivity. 

2. Encourage participants to actively contribute and share their thoughts and experiences 
throughout the session. 

3. Use positive reinforcement and encouragement to acknowledge and validate participant 
contributions, fostering a supportive atmosphere. 

4. Consider the physical layout of the workshop space to promote interaction and 
collaboration among participants. 

 
By following these steps, you can create a welcoming and supportive environment, setting the 
stage for effective learning and engagement in your capacity building workshops. 
 

3.2.2 Effective Presentation Skills and Techniques 
Effective presentation skills are key to delivering engaging and informative capacity building 
workshops. Begin by thoroughly preparing and organising your content, ensuring clarity and 
coherence in your delivery. Use visual aids such as slides, charts, and diagrams to enhance 
understanding and retention of key concepts - see section B.1.1 Collaboration workspace tools in 
the Appendix B for an overview of online workspaces that might be used to access and share 
several of these tools. Practise effective communication techniques, including clear articulation, 
appropriate pacing, and engaging storytelling. Incorporate interactive elements such as 
questions, polls, and activities to maintain participant interest and participation throughout the 
presentation. By honing your presentation skills, you can effectively convey information and 
facilitate learning in your capacity building workshops. 
 

3.2.3 Encouraging Active Participation and Collaborative Learning 
Encouraging active participation and collaborative learning is vital for maximising the 
effectiveness of capacity building workshops. Foster a participatory atmosphere by encouraging 
questions, discussions, and group activities that promote active engagement with the material. 
Create opportunities for participants to share their experiences, insights, and perspectives, 
enriching the learning experience for everyone involved. Facilitate collaborative learning by 
encouraging peer-to-peer interaction and knowledge sharing, allowing participants to learn from 
each other's expertise and experiences. By actively involving participants in the learning process, 
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you create a dynamic and enriching workshop environment that promotes deep learning and skill 
development. 
 

3.2.4 Managing Group Dynamics and Addressing Challenges 
Managing group dynamics and addressing challenges is an important aspect of running 
successful capacity building workshops. Be mindful of power dynamics and ensure equitable 
participation by actively engaging all participants and facilitating balanced contributions. Monitor 
group dynamics and intervene as needed to address conflicts, disruptions, or disengagement, 
fostering a respectful and inclusive workshop environment. Cultivate a supportive and 
collaborative atmosphere where participants feel comfortable expressing themselves and 
engaging with one another. By effectively managing group dynamics and addressing challenges, 
you create a positive and productive workshop environment conducive to learning and growth.  
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Phase 4 - EVALUATE: Assessing Impact 
Assessment and evaluation of CB Workshop in FUTURAL will be implemented on two separate 
levels: 

1. Process Assessment. These assessments will provide insights into the performance of 
the CB Workshop, gauging its effectiveness as perceived by participants. Structured 
feedback collected during these assessment moments should enable program managers 
and facilitators to continuously monitor the quality and outcomes of CB sessions. 
Adjustments to the course of action can then be made as the phases progress.  

2. Learning results evaluation. These evaluations focus on the results of the learning 
experience, namely the effects of learning on participants and their attitudes, behaviour.  

As outlined in the chapter 4.3 of the guidelines, the evaluation approach will adhere to the 
Kirkpatrick Model encompassing 4 different levels: Participant satisfaction, Learning, 
Behaviour/transfer outcomes, Organisational impact.  
In addition, to empower MAP participants in validating and showcasing their competencies, 
learning results will undergo peer review among MAPs. This will be based on the creation and 
presentation of a CB output in the form of a digital portfolio - journey folio. The portfolio will feature 
a simple presentation format, allowing learners to compile and present various evidence of 
competence practised and gained through wide-ranging experiences. This process will aid 
participants in cultivating a sense of purpose in their learning journey. 
 

Table 5: Summary of assessment/evaluation plan 

WHAT.  
Evaluation / 
assessment 

focus 

HOW. 
Assessment 

Methods 
HOW. 

Assessment activities and tools 
WHEN & WHERE. 
FUTURAL events 

CB process 

Questions for 
learning 
Evidence 

generation 
assessment 

- Kirkpatrick - Level 1 survey and 
interview; 

- Collect evidences on 
participation (participants list, 
pictures, reflections) 

- During each 
MAP CB 
Workshop  

- EU-RIF events 

CB learning 
results 

Evidence 
generation 

assessment 
Peer feedback 

- Kirkpatrick - Level 2, 3 (4*) 
survey and interview; 

- CB digital portfolio as a 
combination of CB Workshops’ 
outcomes (target group and 
learning needs identification, 
knowledge, skills, competences 
acquired) and participation 
evidences; 

- Peer assessment on CB digital 
portfolio 

- During each 
MAP CB 
Workshop  

- 2° - 3° EU-RIF 
event 
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4.1 Process assessment 
In this section we provide a structured approach for evaluating the effectiveness of CB 
workshops and events. This guide aims to assist organisers in implementing assessment 
activities that measure participant engagement and satisfaction, particularly through the lens of 
the Kirkpatrick Model's Level 1. 
Organisers are encouraged to design and execute a comprehensive suite of assessment activities 
aimed at capturing participants' initial reactions and overall experiences of the workshops and 
events. These activities are central to measuring participants' satisfaction and engagement, 
crucial elements for refining future workshops. 
 
Kirkpatrick Model's Level 1 - Participants feedback: A pivotal aspect of these assessment 
activities involves adhering to the Kirkpatrick Model's Level 1, which recommends the collection 
of participants' immediate responses through surveys and structured interviews. This approach is 
designed to evaluate participants' satisfaction levels and collect their first impressions. The 
feedback obtained through these methods is instrumental in assessing the impact of the CB 
workshops and facilitating the necessary adjustments for future iterations. An evaluation form 
suggested for this evaluation phase is reported in section B.2.1 of the Appendix B. 
 
CB Workshop evidence: In addition to surveys and interviews, documenting evidence of 
participation plays a key role in further assessing the workshops' impact. Organisers should aim 
to collect tangible evidence of engagement, such as:  

➔ Lists of participants,  

➔ Photographs of the sessions  

➔ Participant feedback forms  

These materials serve not only as proof of attendance but also provide valuable insights into the 
participants' experiences and the overall effectiveness of the event. This comprehensive 
approach to assessment ensures a deep understanding of the workshop's success and areas for 
improvement. 
 

4.1.1 Timing of Assessment Activities 
The timing for conducting these assessment activities is crucial. Organisers should plan to carry 
out these evaluations both during and after each MAP CB Workshop and throughout the EU-RIF 
events (1° and 2°). This ensures that feedback is collected in real-time, while experiences are 
fresh, and also allows for reflection on the longer-term impacts of the workshops on participants. 
 

4.1.2 Using Feedback to Improve Future Workshops 
Using feedback to improve future workshops is critical for continuous learning and enhancement 
of capacity building initiatives. Analyse feedback survey responses to identify common themes, 
recurring issues, and areas for improvement highlighted by participants. Consider both positive 
feedback and constructive criticism when reflecting on workshop effectiveness and planning 
future iterations. Use feedback to refine workshop content, adjust facilitation techniques, and 
enhance logistical arrangements to better meet participant needs and expectations. Engage with 
stakeholders, including workshop participants, organisational leadership, and subject matter 
experts, to gather input and insights for improving future workshops. By systematically 
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incorporating feedback into the planning and implementation process, you can iteratively enhance 
the quality and impact of capacity building initiatives, ensuring continuous improvement and 
alignment with participant needs and organisational goals. 
 

4.2 Learning results evaluation 
In evaluating the learning outcomes of CB workshops, a multifaceted approach to assessment 
activities is essential. These activities are designed to measure the knowledge, skills, and 
competencies participants acquire, as well as their ability to apply what they have learned in 
practical settings.  
 
Kirkpatrick Model's Level 2, 3 and 4*: Aligning with Levels 2 and 3 of the Kirkpatrick Model, 
surveys and interviews are conducted to delve into the learning outcomes and the behaviour 
changes prompted by the workshops. For a more comprehensive understanding, a Level 4 
evaluation* might be considered to assess the organisational impact, though it is marked with an 
asterisk to denote its optional nature based on the scope of the workshop. 
 
Digital portfolio. A significant aspect of evaluating learning outcomes involves the creation of a 
CB digital portfolio. The National Learning Infrastructure Initiative (EDUCAUSE; Cambridge, 
2004) defines an electronic portfolio as a "collection of authentic and diverse evidence, drawn 
from a larger archive, representing what a person or organisation has learned over time. This 
collection, upon which the person or organisation has reflected, is designed for presentation to 
one or more audiences for a specific rhetorical purpose." Digital portfolios offer significant 
flexibility as experiential learning tools, allowing for various structures and formats11. In the case 
of FUTURAL, this portfolio serves as a means for learners to gather, analyse, select, and narrate 
the key results of their learning experiences. It will encapsulate evidence collected during the 
process assessment (see previous section 4.1) and reflections from the MAPs activities across 
the main CB steps (Setting, Delivery, etc.), where triggers and obstacles could be looked at 
through self-evaluation (person/organisation) approaches. The digital portfolio will aggregate 
outcomes from CB Workshops, encompassing the identification of target groups and learning 
needs, as well as acquired knowledge, skills, and competencies. Additionally, it will include 
evidence of participation, serving as a tangible record of the learning journey.  
Moreover, CB digital portfolio will constitute the learning output that will be peer assessed by 
MAPs. Peer assessment will be employed as an evaluation method to promote reflective learning 
and provide participants with constructive feedback on their progress. This peer assessment will 
foster a collaborative learning environment and enriches understanding through mutual feedback. 
Detailed information on the digital portfolios design and definition (e.g. purpose, structure, 
evaluation, supervision) will be shared with MAP leaders during training sessions led by UNIPI 
(scheduled between M13-M17) and included in D2.6 - Capacity Building Guidelines and Materials. 

4.2.1 Timing of Assessment Activities 
The timing for these assessment activities is strategically planned to align with the schedule of 
the MAP CB Workshops and the second and third EU-RIF events. This scheduling ensures that 
the evaluation of learning results is integrated into the natural progression of the workshops and 
events, allowing for real-time feedback and the immediate application of learned concepts.  

                                                
11 One example is the “JourneyFolio” framework by Raquel Félix to narrate a professional and/or learning “journey” in 
a portfolio format. Some other examples refer to design projects (on Miro platform) or to templates to assess learners 
in school environment (Open Learning portfolio template) 



  D2.5: Capacity building guidelines and material A 

 
 

56 

Appendix B: Capacity Building Workshop tools and materials 
A. Workshop Agendas and Schedules (templates) 

Workshop Agenda Template 
 
[Workshop Title] 
 

Date:  

Time:  

Location:  

Facilitator:  
 
 
Agenda: 
 

1. Welcome and Introduction 
➔ Introduction of facilitator and participants 
➔ Brief overview of workshop objectives and agenda 
 

2. Icebreaker Activity 
➔ Engaging activity to help participants get to know each other 

 
3. Presentation on Workshop Topic 

➔ Presentation or discussion on the main topic of the workshop 
 

4. Group Discussions (if applicable) 
➔ Breakout sessions or small group discussions on specific aspects of the topic 

 
5. Interactive Exercises (if applicable) 

➔ Hands-on activities or exercises related to the workshop theme 
 

6. Expert Presentation (if applicable) 
➔ Presentation by a subject matter expert 

 
7. Q&A Session 

➔ Opportunity for participants to ask questions and seek clarification 
 

8. Break 
➔ Short break for refreshments and networking 
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9. Case Studies or Examples 
➔ Analysis of real-life case studies or examples related to the topic 

 
10. Group Work 

➔ Collaborative exercises or projects for participants to work on together 
 

11. Feedback and Reflection 
➔ Gathering feedback from participants and encouraging reflection on the workshop 

content 
 

12. Closing Remarks 
➔ Summary of key takeaways 
➔ Thanking participants and encouraging further exploration of the topic 
 

13.  Networking Opportunity 
➔ Informal networking session for participants to connect with each other 

 
B. Participants List sheet 

No Organisation Name Email 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    

12    

13    

14    
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15    

16    

17    

18    

19    

20    

21    

22    

23    

24    

25    

26    

27    

28    

29    

30    

31    

32    

33    
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B.1 Flipped Classroom Workshop Sheet  

 
Workshop Title: 
[Insert Workshop Title] 
 
Date: 
[Insert Date] 
 
Pre-Workshop Assignment: 
[Describe the pre-workshop assignment or materials that participants are required to review 
before the workshop session. This may include watching a video lecture, reading a specific 
document, completing an online module, etc.] 
 
In-Workshop Activities: 
 
Activity 1: Pre-Assessment Review 
 
Objective: Review and discuss the pre-workshop assignment to ensure understanding. 
Instructions: In small groups, discuss key points from the pre-workshop assignment and identify 
any areas of confusion or questions for clarification. 
Materials Needed: Copies of the pre-workshop assignment, flip chart paper, markers. 
 
Activity 2: Interactive Presentation 
Objective: Engage participants in an interactive presentation to introduce workshop concepts. 
Instructions: Facilitator-led presentation with opportunities for participants to ask questions and 
share insights related to the workshop topic. 
Materials Needed: Presentation slides, projector, whiteboard/markers. 
 
Activity 3: Case Study Analysis 
Objective: Apply workshop concepts to real-life scenarios through case study analysis. 
Instructions: Individually or in pairs, analyse the provided case study and discuss possible 
solutions or strategies based on workshop content. 
Materials Needed: Case study handouts, pens/pencils, flip chart paper. 
 
Activity 4: Group Discussion and Reflection 
Objective: Foster peer-to-peer learning and reflection on workshop content. 
Instructions: Participate in a facilitated group discussion to share insights, ask questions, and 
reflect on key learnings from the workshop. 
Materials Needed: Chairs arranged in a circle for group discussion. 
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Post-Workshop Assignment: 
[Describe any follow-up assignments or activities that participants will be encouraged to complete 
after the workshop. This may include applying workshop concepts in their work, writing a 
reflection, or further research on specific topics.] 
 

B.1.1 Collaboration workspace tools 
Several collaboration workspace tools can be proposed to facilitate various activities, discussions, 
and interactive sessions. Here are some tools that are commonly used and can enhance the 
effectiveness of different aspects of a workshop: 
 
Miro: Miro is an excellent tool for collaborative brainstorming, ideation, and visual thinking. It 
offers a virtual canvas where participants can create mind maps, flowcharts, diagrams, and 
wireframes. Miro is great for facilitating group exercises, design thinking workshops, and 
collaborative problem-solving sessions. 
 
Slido: Slido is perfect for engaging participants during workshops through live polls, quizzes, Q&A 
sessions, and surveys. It allows presenters to gather real-time feedback, answer questions from 
the audience, and gauge participants' understanding of workshop topics. Slido enhances 
interaction and engagement, making workshops more dynamic and participatory. 
 
Trello: Trello can be used for task management and project planning during workshops. 
Participants can create boards, lists, and cards to organize tasks, assign responsibilities, and 
track progress on workshop activities and projects. Trello's visual interface and customizable 
workflows make it easy to manage collaborative projects and keep everyone aligned. 
 
Zoom: Zoom is a versatile tool for hosting virtual workshops, webinars, and online meetings. It 
provides features such as video conferencing, screen sharing, breakout rooms, and chat, 
enabling seamless communication and collaboration among participants. Zoom is ideal for remote 
workshops, training sessions, and virtual events where participants can interact and engage from 
anywhere. 
 
Google Workspace (formerly G Suite): Google Workspace offers a suite of productivity tools, 
including Google Docs, Google Sheets, Google Slides, and Google Drive, which are useful for 
collaborative document editing, spreadsheet analysis, and presentation creation. Participants can 
work together in real-time on shared documents, collaborate on presentations, and store 
workshop materials securely in the cloud. 
 
Microsoft Teams: Microsoft Teams is a collaboration platform that integrates chat, video 
conferencing, file sharing, and project management capabilities. It allows workshop participants 
to communicate, collaborate, and coordinate activities in one centralised hub. Teams can be used 
for organising workshops, scheduling meetings, and collaborating on documents and tasks in 
real-time. 
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Padlet: Padlet is a digital bulletin board that enables participants to share ideas, thoughts, and 
resources in a visually appealing format. It can be used for collaborative brainstorming, collecting 
feedback, and showcasing participants' contributions during workshops. Padlet is versatile and 
easy to use, making it suitable for various workshop activities and exercises. 
 
B.2 Sample Evaluation Forms 

B.2.1 [Workshop Name] Evaluation Form 
 
Participant Information: 

Participant Name:  

Organization/Institution:  

Date of Workshop:  
 
Level 1: Reaction - Participant Feedback 
 

1. Overall, how would you rate the training program? 
 

●  Excellent 
●  Very Good 
●  Good 
●  Fair 
●  Poor 

 
2. Did the training meet your expectations? Please elaborate. 

 
[Open Text Box] 
 

3. How engaging and interactive was the training? 
 

●  Very Engaging 
●  Engaging 
●  Somewhat Engaging 
●  Not Very Engaging 
●  Not Engaging at All 

 
4. Were the training materials clear and well-organised? 

 
●  Strongly Agree 
●  Agree 
●  Neutral 
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●  Disagree 
●  Strongly Disagree 

 
5. What aspects of the training did you find most valuable? 

 
[Open Text Box] 
 

6. What aspects of the training, if any, do you think could be improved? 
 
[Open Text Box] 
 
Level 2: Learning - Knowledge and Skill Acquisition 
 

1. Prior to the training, how confident were you in your understanding of the training topic? 
 

●  Very Confident 
●  Confident 
●  Somewhat Confident 
●  Not Very Confident 
●  Not Confident at All 

 
2. After completing the training, how confident are you in your understanding of the training 

topic? 
 

●  Very Confident 
●  Confident 
●  Somewhat Confident 
●  Not Very Confident 
●  Not Confident at All 

 
3. Did the training improve your knowledge and skills related to the training topic? 

 
●  Yes 
●  No 
●  Partially 

 
4. Please provide specific examples of what you learned during the training. 

 
[Open Text Box] 
 
Level 3: Behavioural Change - Application of Learning 
 

1. Have you been able to apply the knowledge or skills learned during the training in your 
work or daily activities? 
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●  Yes, extensively 
●  Yes, to some extent 
●  No, not yet 

 
2. If yes, please describe how you have applied the learning. 

 
[Open Text Box] 
 

3. If no, what barriers or challenges have prevented you from applying the learning? 
 
[Open Text Box] 
 
Level 4: Results - Organisational Impact  
 

1. Have you noticed any improvements in your performance or productivity as a result of the 
training? 

●  Yes 
●  No 
●  Not Applicable 

 
2. If yes, please describe the improvements you have observed. 

 
[Open Text Box] 
 
 

3. How do you believe the training program contributes to the goals and objectives of our 
organisation? 

 
[Open Text Box] 
 
 
Additional Comments: 
 
 


